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GSA Child Care Subsidy Program Payment Overview 

The GSA Subsidy Administration Section on behalf of the U.S. Coast Guard, 
GSA, National Park Service and the U.S. Customs and Border Protection is 
providing you with information regarding our payment process to ensure that all 
Families benefits are paid in a timely manner.  

To receive payment, all Child Care Providers must complete and submit a 
properly completed and signed Invoice & Attendance Form to the GSA Subsidy 
Administration Section for payment on a monthly basis.  

Invoices must be submitted to the appropriate email address/fax number in order 
for payment to be issued.  Invoices submitted to an address other than the 
applicable program’s address/number may cause a delay in payment.  Each 
Family Invoice & Attendance Form issued will contain the applicable email 
address/fax number to be used when submitting the invoice for payment. 

Invoice submission 

U.S. Coast Guard (USCG):   

 Email:  uscginvoices.childcare@gsa.gov  

 Fax: (816) 926-5445 

GSA 

 Email:  childcare@gsa.gov  

 Fax: (816) 823-5432 

National Park Service (NPS):   

 Email:  npschildcare@gsa.gov  

 Fax: (816) 926-5445 

U.S. Customs and Border Protection (CBP)  

 Email:  cbp.childcare@gsa.gov 

 Fax: (816) 823-5482 

 

 

 

 

General Services Administration (GSA) Child Care Subsidy Program 
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General Services Administration (GSA) Child Care Subsidy 
Program Payment Policy Handbook  

Invoice & Attendance Billing Record Requirements 
 

 If the child’s rate and/or attendance has changed, please complete and submit the Family 
Enrollment Provider Cost Verification Form 2015-01 which can be found at the GSA Website:  
http://www.gsa.gov/portal/content/164623.  Once on the website, please select the 
appropriate Agency/Department to locate the form applicable to the Family.  Upon the GSA 
updating the Family’s case, you will receive a new invoice for billing the GSA based upon the 
current rate and attendance 

 One invoice per child per month must be submitted to the GSA for payment 

 Invoices can be submitted on/after the 15th of the month for the current month’s billing 

 Invoices must be submitted within 90 days of month of service in order for payment to be 
processed.  Invoices received after 90 days will not be authorized for payment 

 Each invoices must contain the Month and year of service that is being billed 

 Attendance Record must be completed in it’s entirety for each day the child attended and/or 
that your Child Care Program is billing the Family.  Please use the appropriate code as 
indicated for the type of care being provided 

 Total Cost that your Child Care Program is billing the Family for the specified period of service.  
The amount listed should include any discounts or other subsidies authorized on behalf of the 
Family. 

 Late Fees, Early Withdrawal Fees, Field Trips, Activity Fees, or any other Fee that is an 
optional fee is not authorized and should not be included in the Total Cost listed 

 Child Care Costs covered include Full Time Care, Part Time Care, Before School, After 
School, Before & After School care. Tuition once a child reaches Kindergarten, to include 
tuition for private schools is not authorized and should not be billed to the GSA on behalf of the 
Family 

 Agency/Balance Due will be the Total Cost billed to the Family less Member/Family Portion 
(the amount that the Family must pay prior to the Provider invoice being paid by GSA)  

 Provider Signature, a representative of your Child Care Program must sign the invoice, 
certifying that the child attended the center for the period of service listed, the Total Cost 
written on the invoice is the correct cost charged to the Family for that period of service. 

 Signature of the Service Member/Employee or their Spouse or designated Power of Attorney 
(POA).  This signature is certification that the information is correct, that they received the 
stated child care services for the indicated period of time and that they were billed and have 
paid or have made arrangements to pay the Member/Employee/Family Portion shown on the 
invoice.   

 Invoices must contain original signatures of the Child Care Provider and Member/Employee, 
Spouse or POA.  Invoices that do not contain the required signatures or appear to have a 
photo copy of a signature will not be authorized for payment.   
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General Services Administration (GSA) Child Care Subsidy 
Program Payment Policy Handbook  

Billing Calendar   
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General Services Administration (GSA) Child Care Subsidy 
Program Payment Policy Handbook  

4/5 Week Billing Invoice  

Sample invoice issued to Child Care Providers that bill on a 4/5 Week Month.  
Please defer to the calendar on Page 5 of this handbook to ensure that the correct 

number of weeks is being billed based upon the Provider’s day of billing. 
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General Services Administration (GSA) Child Care Subsidy 
Program Payment Policy Handbook  

Instructions for Completing 4/5 Week Invoices 

Please note that each instruction as listed above must be completed on each 
invoice submitted to the GSA for payment.   

 
For the 4/5 Week Billing Option, Providers must ensure that they bill based upon 

the appropriate number of weeks within the billing month.  Please refer to the 
calendar on the next page of this handbook to ensure properly completed 

Invoice & Attendance forms are submitted to the GSA for Payment.  Invoices 
billing for the incorrect number of weeks will not be authorized for payment.  
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General Services Administration (GSA) Child Care Subsidy 
Program Payment Policy Handbook  

Monthly Billing Invoice  

 

Sample invoice issued to Child Care Providers that bill on a MONTHLY basis 
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General Services Administration (GSA) Child Care Subsidy 
Program Payment Policy Handbook  

Instructions for Completing Monthly Invoices 

Please note that each instruction as listed above must be completed on each 
invoice submitted to the GSA for payment.   
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General Services Administration (GSA) Child Care Subsidy 
Program Payment Policy Handbook  

Daily / Hourly Billing Invoice  

Sample invoice issued to Child Care Providers that bill Daily/Hourly  
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General Services Administration (GSA) Child Care Subsidy 
Program Payment Policy Handbook  

Instructions for Daily / Hourly Invoices 

Please note that each instruction as listed above must be completed on each invoice submitted to 
the GSA for payment.   

 
For Daily / Hourly Invoices, Providers must list the number of Days or Hours that they are billing the 
Family, multiply this number by the Total Cost as listed on the right hand side of the invoice under 

the approved Child Care Subsidy Benefit, enter that amount on the Total Cost Line, multiply the 
same number by the Member/Employee Portion entering that amount on the “Less Member/

Employee Portion and multiply the same number by the Department/Agency Portion entering that 
amount on the Department/Agency  Balance Due Line.  Please note that for Department/Agencies 

that have a Maximum Monthly Benefit, the amount being billed cannot exceed that amount.  In 
instances where the balance due exceeds to the Maximum Monthly Benefit, the Monthly Maximum 

Benefit will be paid. 
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General Services Administration (GSA) Child Care Subsidy 
Program Payment Policy Handbook  

Two (2) Types of Care Billing Invoice  

Sample invoice issued to Child Care Providers that bill based upon two (2) types of 
care.  The types of care for this example are for a Full Time Weekly Rate with an 

additional Hourly Rate 
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General Services Administration (GSA) Child Care Subsidy 
Program Payment Policy Handbook  

Two (2) Types of Care Billing Invoice  

Please note that each instruction as listed above must be completed on each invoice submitted to 
the GSA for payment.   

 
For invoices that contain more than one care type, Providers must complete each section of the 
payment portion of the invoice, to include the Number of Weeks, Days, Hours, calculating and 

entering the Member/Employee Portion for each type of care being charged to the Member/
Employee/Family for the month of service being billed along with calculating and entering the 
Department/Agency Portion on the Department/Agency Balance Due Line.  Please note that for 

Department/Agencies that have a Maximum Monthly Benefit, the amount being billed cannot 
exceed that amount.  In instances where the balance due exceeds to the Maximum Monthly Benefit, 

the Monthly Maximum Benefit will be paid. 
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General Services Administration (GSA) Child Care Subsidy 

Child Care Subsidy Payment Policy 

 Child Care Subsidy Payments are issued directly to the qualifying Child Care Provider and are 
made within 10 days of receipt of the completed and signed Child Care Invoice. 

 Invoices should be submitted via email or fax which will assist in expediting the payment process.  
Invoices may be submitted via U.S. Mail, however the processing of these documents will not 
begin until the day following delivery to the GSA Child Care Subsidy Section 

 Child Care Subsidy Payments are issued via the U.S. Treasury in Kansas City, MO and will be 
processed via Electronic Funds Transfers (EFT) for those Providers who supplied their banking 
information.  For Providers who did not submit this information to the GSA, they will receive 
payment via U.S. Treasury Check which will add an additional 7—10 business days to the 
payment process 

 

 

 

 

 

 Payments will only be issued on behalf of Member/Families and Providers both of which have 
been approved by the GSA and whose information on file with the GSA Subsidy Administration 
Section is current 

 Payments will only be authorized when a properly completed and signed GSA issued Invoice & 
Billing Record has been submitted to the GSA for payment 

 Child Care Providers who have provided the GSA with a valid email address will receive payment 
notifications each time a payment is issued.  Please see Page 15 of this handbook for a sample of 
this notification, 

 If/when a child’s rate and/or attendance changes, a new Invoice & Billing Record will be issued 
with the updated information, at which time any invoices on hand should be destroyed as they will 
no longer be accepted  for periods of service that begin on/after the rate/attendance change 

 Families are responsible for all child care costs above the maximum benefit listed on the Invoice & 
Billing Record for those Departments/Agencies that have a maximum benefit clause built into their 
child care program 

 Providers and/or Members/Employees who erroneously submit Invoice & Billing Records for 
payment that have been identified, will be subject to repayment of the Child Care Subsidy Benefit 
issued, be subject to removal from the program and be reported to the applicable Child Care 
Program official. 

 Downward Total Cost adjustments may occasionally be made by Child Care Providers due to 
individual situations.  The Child Care Provider must ensure that the Total Cost indicated on the 
Invoice & Attendance Form reflects the actual total cost charged to the Family so that GSA can 
correctly calculate the subsidy amount for that period of service. 
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GSA Administered Child Care Subsidy Programs Provider Handbook 

Sample Email Notification of Payment Issued 

One Child Payment Notification 

Two Children Payment Notification (Please note that a single amount may be paid on behalf 
of multiple children when more than one invoice is received and processed for payment on the 
same day.  Providers must use the payment detail to properly credit the Family’s account). 
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General Services Administration (GSA) Child Care Subsidy 
Program Payment Policy Handbook  

Registration/Program Fees 

Providers will be paid for Registration/Program Fees based upon each program as follows: 

 U.S. Coast Guard (USCG):  Up to $200 per year per child as long as the Member has not 
exceeded the maximum benefit as authorized by the U.S. Coast Guard Child Care Subsidy 
Program guidelines 

 GSA:  Fees will paid in full as long as the Employee has not exceeded the maximum 
benefit as authorized by the GSA Child Care Subsidy Program guidelines 

 National Park Service (NPS):  Fees are paid in full 

 U.S. Customs and Border Protection (CBP):  Fees are paid in full 

Billing Errors 

Billing errors may cause an underpayment or an overpayment. The Parent and Child Care Provider 
are required to provide correct information in relation to the Child Care Subsidy benefit received. If 
the Child Care Center was to receive an over-payment of Child Care Subsidy benefits, a refund or 
offset of the amount of the overpayment would be due. Any overpayments, including those due to 
a GSA/Department/Agency error, must be reported immediately to the Families’ assigned agency 
representative. 

Once GSA has confirmed that an over-payment was issued and the information has been  
validated, the Child Care Provider and the Member/Employee will receive an official notification 
which may include a request that funds be returned for further credit to the Department/Agency or 
that future invoices will be offset (maximum offset period allowed is 90 days). If repayment of 
funds has not been made within 90 days of the initial date of the GSA issued notification, the GSA 
will proceed with turning the case over to the U.S. Treasury Offset Program (TOP) for collection. 

The GSA Subsidy Administration Section is responsible to collect erroneous payments made to 
Providers for the following reasons which include but are not limited to: 

 Erroneous or false information regarding eligibility or care provided 

 Duplicate payments or payments made for services not rendered 

 Payments made for ineligible Child Care Providers or Families 

The GSA Subsidy Administration Section will make reasonable efforts to collect overpayments  
making a minimum of three notifications to Providers and Families. Failure by a Provider to return 
any requested overpayment/erroneous payment will result in a federal debt being established to    
collect the monies. For Members/Employees that incur an overpayment due to incorrect  
information submitted to the GSA which is used to calculate the benefit or a change in their status 
that effects their eligibility, the GSA Subsidy Administration Section will provide documentation to 
the Department/Agency Child Care Subsidy Program for review and action. The GSA will act on 
behalf of the Department/Agency for all financial decisions pertaining to Child Care Subsidy 
payments issued. 

Families or Providers who give erroneous or false information may be permanently disqualified from 
participating in the GSA administered Child Care Subsidy. 
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GSA Administered Child Care Subsidy Programs Provider Handbook 

Payment Reconciliation 

Member/Employees are required to pay their portion of the total child care costs directly to 
their Child Care Provider. Neither the GSA, nor the Department/Agency has any 
responsibility for ensuring that the Family pays their portion. Failure of Families to pay their 
portion of child care costs may result in discontinued Child Care Subsidy benefits and 
possible removal from the Child Care  Subsidy Program making them financially responsible 
for all child care costs. In addition, failure by the Providers to reimburse Families or credit 
their account for Child Care Subsidy benefits received may result in disqualification from the 
program and repayment of funds. 

In the event that the Child Care Provider or the Family find that there has been an overpayment or 
underpayment of benefit, you must inform GSA immediately at childcareprovider@gsa.gov in 
order to resolve the issue promptly, or else risk being removed from the program.  

Any change to a Family’s rate and/or attendance must be promptly reported to the GSA at 
childcareprovider@gsa.gov.    

If the child leaves the Child Care Provider’s care, you must report this information to the GSA to 
ensure that an overpayment of benefits is not issued.  If an over-payment is issued, the Child Care 
Provider will be responsible for returning the funds to the GSA.  . 

In the event that the Family changes Child Care Providers (due to any reason), within the month of 
service, the final invoice will be prorated and paid based upon the child/children’s last day in child 
care. 

 
 

 

Questions, please contact the  

GSA Subsidy Administration Section: 

Phone:  (866) 508-0371 

Email:  childcareprovider@gsa.gov 


